
Trust for Nature  
Position Description 
 

 
Position:  Legal Administration Officer  

Program:  Legal 

Location:   Melbourne 

Employment status: Casual 

Remuneration:  TfN Grade 2.1 plus 10.5 % superannuation. 

Reports to:  Legal Counsel 

 

Our Mission  
 
By working collaboratively with partner organisations and landowners, Trust for Nature will deliver quality specialist 
land protection and management services to improve and protect the long-term health of private land in Victoria. 
 

Overall Position Context 

The Legal Administration Officer reports to the Legal Counsel and is responsible for assisting in the delivery of efficient 
administration of covenant registration and ongoing covenant administration at Trust for Nature. This role will support 
the Senior Conservation Paralegal and Legal Counsel with regard to managing the documentation for conservation 
covenant approval and land title registration process.  
 
The Legal Administration Officer works closely with the Legal Team to ensure the timely project management of the 
end-to-end process supporting the registration and ongoing administration of the conservation covenants. The Legal 
Administration Officer role requires exemplary attention to detail, project management skills for both time and output 
and working within very defined approval procedures. 

Key Relationships 

 Internal 
o Legal Counsel 
o Senior Conservation Paralegal 
o Executive team 
o Revolving Fund Co-coordinator 
o Offsets team 
o Regional teams across Victoria 

 

 External 
o Trust for Nature Board including the Board’s Conservation Committee  
o Land Use Victoria 
o Department of Environment, Land, Water and Planning (DELWP) 
o Landholders/covenantors 
o Council staff across Victoria 
o External law firms  

 
 

 

  



Position Accountabilities 

The primary accountabilities of the role include: 

 Assist the Legal Counsel and Senior Conservation Paralegal in ensuring conservation covenant proposals  are 
efficiently completed to required standard, providing initial review of mandatory content; 

 Liaise with the Legal Team, Conservation Program Teams and staff regarding consistent application of conservation 
covenant process and policy; 

 Manage and maintain administrative procedures to ensure all of the Trust’s conservation covenants are approved 
in accordance with legislative and administrative approval requirements, including maintaining central records 
database; 

 Preparation of draft covenant documentation for new and existing conservation covenants under the direction of 
Senior Conservation Paralegal and Legal Counsel;  

 Assist in the preparation of Ministerial schedules for approval of proposed new covenants and amendments to 
existing covenants;  

 Attending to registration of conservation covenants with Land Use Victoria; 

 Assessing and preparing responses to applications made by landholder covenantors in accordance with covenant 
procedures and the Trust’s Letter of Approval process;   

 Support the administrative reporting activities required for the Exploration/Mining objection processes related to 
the Trust’s land and registered conservation covenants;  

 Identify areas of the Trust’s conservation program work requiring new or updated administrative procedures or  
improvements including updating procedure manuals on a regular basis;  

 Collect data and assist with compiling project papers and reports relating to conservation programs as necessary;  

 Review, modify and maintain the office administration systems including the maintenance of relevant databases 
and registers; and 

 Other tasks as determined by the Senior Conservation Paralegal or Legal Counsel.  

 

Knowledge and Experience 

 Demonstrated, high-level attention to detail with proven commitment to accuracy  and experience in delivering a 
diverse range of administration tasks to a high standard;  

 Proven ability to prioritise and complete tasks accurately and on time;   

 Demonstrated excellent organisational and time-management skills, managing competing priorities with multiple 
stakeholders;  

 Excellent interpersonal, written and verbal communication skills with the demonstrated ability to exercise 
discretion and confidentiality; and  

 Demonstrated ability to work effectively and constructively within a team environment, leading and contributing 
to achieve objectives.  

 

Key Selection Criteria 

Essential Criteria 

1. Knowledge or experience in contract documentation, or experience in providing assistance in relation to legal, 
contract law, administrative law, environment law or property law work.  

2. Experience or demonstrated ability to provide administrative services and support to lawyers, paralegals and a 
small legal team.  

3. Demonstrated capacity to work effectively with a wide range of stakeholders and manage multiple tasks within 
strict timelines, while maintaining meticulous attention to detail.  

4. Highly developed IT skills in particular in MS Office Suite and electronic data/client management systems. 

 
Highly desirable 

1. A demonstrated interest in, and commitment to, environment law or private land conservation 
 



Specific requirements for all positions at Trust for Nature 
 

 A National Police Check is required to be conducted as part of the selection process (for all non-Trust for 
Nature employees);  
 

Health and Safety requirements 

Trust for Nature is committed to protecting the safety and wellbeing of its people and ensuring safety is integral to how 

do our work. In realising this commitment Trust for Nature complies with all relevant health and safety laws including 

the Occupational Health and Safety Act 2004 (Vic) (with its associated regulations and codes).  

Privacy Notification 

The Trust for Nature requires personal information and documents relevant to your employment. The collection and 

handling of this information will be consistent with the requirement of Privacy and Data Protection Act 2014 (Vic).  

 

Other relevant information 
 

 The terms and conditions of employment are similar to those applying in the Victorian Public Service and will 

be governed by the enterprise agreement applying to Trust for Nature staff; 

 The position is located at Level 5/379 Collins Street, Melbourne; 

 The Trust promotes a positive work environment, is an equal opportunity employer, values diversity in its staff 

and encourages learning and development;  

 The position description may need to be amended occasionally due to variations in responsibilities and 

organisational requirements. Changes to the PD will be consistent with the purpose for which the position was 

established.  

 

 


